Windows 2000 Overview

Lesson 1:  Windows Basics

Start Windows 2000

Open and Close Menus

Start a Program

Maximize a Window

Restore a Window

Minimize a Window

Switch Tasks

Move a Window

Size a Window

Scroll Through a Window

Exit Windows 2000

Lesson 2:  Programs and Dialog Boxes

Use a Dialog Box

Use a Properties Dialog Box

Use a Program

Save a Document

Start a New Document

Open a Document

Print a Document

Page Setup

Use Word Pad

Lesson 3:  The Taskbar

Move the Taskbar

Size the Taskbar

Hide the Taskbar

Show the Desktop

Control Programs from the Taskbar

Lesson 4:  Folder Windows

Change Folder Options

Select and Open Objects in Folders

Use Back, Forward, and Up Buttons

Look at Folder Menus

Manage Toolbars

View Explorer Bars

Change Icon View

Arrange Icons

Lesson 5:  More Folder Windows

Change Disk Drives with My Computer

Start Windows Explorer from My Computer

Use the My Documents Folder

Create and Delete Folders

Drag and Drop Files

Print from a Folder

Cut and Paste Files

Lesson 6:  The Desktop

Create a Shortcut

Look at Shortcut Properties

Clear the Documents Menu

Create a Document from the Desktop 

Save a Document on the Desktop

Use Drag and Drop to Print

Create a Folder on the Desktop

Arrange the Desktop

Open a Document by Double-Clicking Its Filename

Open a Document from the Documents Menu

Open a Document from the File Menu

Organize the Desktop

Use Cut and Paste to Move Objects

Lesson 7:  More Desktop

Turn the Active Desktop Off and On

Create a Web-Page Object

Add a Web-Page Object to the Desktop

Change Start Menu Options

Put Items on the Quick Launch Toolbar

Capture the Screen

Capture a Window

Undo an Action

Use the Recycle Bin

Lesson 8:  Windows Explorer

Start Windows Explorer

Resize Windows Explorer Panes

Expand and Collapse a Folder

Select an Object in the Left Pane

Browse Your Data Disk

Copy a Floppy Disk

Select Objects in the Right Pane

Move Objects

Copy Objects

Delete Objects

Lesson 9:  More Windows Explorer

Explore the Hard Drive Structure

Display Hidden Files and Folders

Display Filename Extensions

Format a Floppy Disk

Lesson 10:  Finding Files and More

Start Search Assistant

Find Files by Name

Find Files by Location

Find Files by File Contents

Use the Run Command

Use the Control Panel

